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Documents Reflecting Current 
Practices in Library Administration 
Mr. Rush prepared this paper when he 
was executive secretary of A.C.R.L. He is 
now librarian, University of Wyoming. 
"V f A N Y of t h e r e a d e r s of College and 
-A-VJ. Research Libraries h a v e h e l p e d a n d 
w i l l c o n t i n u e t o h e l p in a p l a n t o a s s e m b l e 
in t h e office of t h e e x e c u t i v e s e c r e t a r y a co l -
l e c t i o n of s i g n i f i c a n t d o c u m e n t s r e f l e c t i n g 
c u r r e n t p r a c t i c e s in t h e a d m i n i s t r a t i o n of 
co l l ege , u n i v e r s i t y a n d r e f e r e n c e l i b r a r i e s . 
T h e p l a n is a s i m p l e o n e — a n d I t r u s t t h a t 
y o u a r e s h a r i n g in i t . I f y o u a r e n o t , a l l y o u 
n e e d to d o is t o p l a c e t h e H e a d q u a r t e r s 
off ice on y o u r m a i l i n g l i s t t o r ece ive n o t o n l y 
t h e p u b l i s h e d m a t e r i a l s of y o u r l i b r a r y s u c h 
as h a n d b o o k s , p e r s o n n e l codes , a n n u a l re -
p o r t s , n e w s s h e e t s , r u l e s a n d r e g u l a t i o n s , b u t 
a l so m a n u s c r i p t m a t e r i a l s s u c h as b u d g e t s 
a n d b u d g e t j u s t i f i c a t i o n s , l e t t e r s a n d m e m o -
r a n d a p r e p a r e d f o r po l i cy c o n f e r e n c e s w i t h 
l i b r a r y s taf f a n d i n s t i t u t i o n a l of f icers a n d 
f a c u l t y , a n d m e m o r a n d a o r o r d e r s i s sued 
t o i m p l e m e n t po l i cy dec i s ions . C o n f i d e n t i a l 
m a t e r i a l s h o u l d be l a b e l e d so t h a t i t w i l l 
n o t be r e l e a s e d e x c e p t by p e r m i s s i o n of t h e 
o r i g i n a t i n g i n s t i t u t i o n . 
Y o u m a y a l so s h a r e in t h i s p r o j e c t f r o m 
t h e o t h e r e n d — a n d a n u m b e r of y o u h a v e 
a l r e a d y d o n e so. T h e m a t e r i a l is h e r e f o r 
y o u r c o n s u l t a t i o n . M a n y of t h e i t e m s h a v e 
b e e n l o a n e d , a n d e v e n a d d i t i o n a l cop ie s 
h a v e b e e n m a d e of s o m e of t h e i t e m s in 
o r d e r t o m e e t t h e n u m b e r of r e q u e s t s . 
Annual Reports 
A w i d e v a r i e t y of co l l eges h a v e c o n -
t r i b u t e d t h e i r a n n u a l r e p o r t s t o o u r co l -
l e c t i o n — d e n o m i n a t i o n a l schools , t h e o l o g i c a l 
s e m i n a r i e s , t e c h n o l o g i c a l schools , s m a l l p r i -
v a t e l i b e r a l a r t s co l leges , t e a c h e r s co l leges , 
s t a t e co l l eges a n d u n i v e r s i t i e s , l a r g e p r i v a t e 
u n i v e r s i t i e s , a n d a f e w j u n i o r co l l eges . 
S o m e a r e p r i n t e d , s o m e t i m e s s e p a r a t e l y w i t h 
a h a n d s o m e p r i n t j o b a n d s o m e t i m e s in -
c o r p o r a t e d in t h e p r e s i d e n t ' s r e p o r t ; s o m e 
a r e m i m e o g r a p h e d ; a n d s o m e a r e c a r b o n 
copies . A f e w co l l eges w h o a r e f o r t u n a t e 
e n o u g h t o h a v e b e e n a b l e t o m a i n t a i n files 
w i t h a n e x t r a se t of t h e i r a n n u a l r e p o r t s 
f o r t h e l a s t f e w y e a r s h a v e s e n t u s se ts 
c o v e r i n g t h e l a s t e i g h t o r 1 0 years . . H o w -
e v e r , m o s t of t h e r e p o r t s w h i c h w e h a v e 
r e c e i v e d c o v e r t h e l a s t fiscal y e a r . T h e 
r e p o r t s u s u a l l y r e v i e w b r i e f ly t h e w o r k of 
e ach d e p a r t m e n t t h r o u g h t h e y e a r , s u m -
m a r i z e t h e p e r s o n n e l s i t u a t i o n , a c k n o w l -
e d g e g i f t s r e c e i v e d d u r i n g t h e y e a r , i n c l u d e 
a f e w s t a t i s t i c s , a n d e n d b y c i t i n g t h e m o s t 
u r g e n t n e e d s of t h e l i b r a r y . T h e r e is c o n -
s i d e r a b l e v a r i a t i o n in t h e r e p o r t s — e v e r y -
t h i n g f r o m a s i m p l e o n e - p a g e t a b u l a t i o n 
p r e s e n t e d as t h e a n n u a l r e p o r t , t o l o n g dis-
s e r t a t i o n s f o l l o w e d b y p a g e a f t e r p a g e of 
e l a b o r a t e t a b l e s . O t h e r p o i n t s o f t e n b r o u g h t 
i n t o t h e r e p o r t s a r e t r i b u t e s t o r e t i r i n g s ta f f 
m e m b e r s , s t a t e m e n t s of a p p r e c i a t i o n t o t h e 
e n t i r e l i b r a r y s t a f f , r e p o r t s o n t h e p r o g r e s s 
of r e c l a s s i f i c a t i o n p r o g r a m s a n d of spec ia l 
c o l l e c t i o n s , l i s t s of d o n o r s of i t e m s to t h e 
l i b r a r y , a n d i n t r o d u c t i o n of n e w s taf f m e m -
be r s . T h e p a r t i c u l a r n e e d s c i t e d in t h e 
r e p o r t s v a r y f r o m a r e f e r e n c e l i b r a r i a n 
( t h i s s choo l h a s n e v e r h a d o n e ! ) t o a i r -
c o n d i t i o n i n g f o r t h e r a r e b o o k r o o m , f r o m 
a w a t e r c o o l e r t o a b u i l d i n g , f r o m j a n i t o r 
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se rv ice to a m o d e r n l i g h t i n g s y s t e m . A l -
m o s t a l l t h e r e p o r t s m e n t i o n t w o m a j o r 
d i f f i c u l t i e s — t h a t of s e c u r i n g t r a i n e d l i b r a r y 
p e r s o n n e l o n t h e p r o f e s s i o n a l l eve l ( a p p a r -
e n t l y t h e s i t u a t i o n in r e g a r d t o c o m p e t e n t 
c l e r i c a l h e l p is e a s i n g u p ) a n d t h a t of space 
f o r m o r e books a n d f o r l a r g e r s e a t i n g ca-
p a c i t y . A u s u a l c o m m e n t w a s : w e c a n sea t 
o n l y o n e e i g h t h , o r o n e t e n t h , o r , i n a f e w 
i n s t a n c e s , o n e t w e n t i e t h , of o u r s t u d e n t 
b o d y . T h e o n l y r e p o r t s t h a t d i d n o t m e n -
t i o n t h i s p r o b l e m of space f o r b o o k s a n d 
s t u d e n t s w e r e t h o s e f r o m schoo l s w h o h a v e 
a d e f i n i t e b u i l d i n g p r o g r a m u n d e r w a y , o r 
a t l e a s t in t h e a r c h i t e c t - p l a n n i n g s t a g e . I n 
r e g a r d t o t h e p e r s o n n e l p r o b l e m t h e r e p o r t s 
u s u a l l y a t t r i b u t e t h i s t o s e v e r a l f a c t o r s in-
c l u d i n g a n a c t u a l s h o r t a g e of t r a i n e d li-
b r a r i a n s a n d l o w s a l a r y sca les w h i c h d o n o t 
r e c o g n i z e t h e f a c t t h a t l i b r a r i a n s s p e n d as 
m u c h t i m e a c q u i r i n g t h e i r t r a i n i n g as d o 
f a c u l t y m e m b e r s . ( I n c i d e n t a l l y , o n e r e p o r t 
a t t r i b u t e d b e t t e r s ta f f m o r a l e t o t h e f a c t 
t h a t f a c u l t y s t a t u s h a d been g r a n t e d t o t h e 
p r o f e s s i o n a l s t a f f . ) A n o t h e r r e p o r t f e l t 
t h a t i m p r o v e d m o r a l e a n d a g r e a t l y de -
c r e a s e d s taff t u r n o v e r w e r e d i r e c t l y d u e t'o a 
m u c h - i m p r o v e d s a l a r y sca le . 
Handbooks 
T h e h a n d b o o k s w h i c h h a v e been r ece ived 
r e p r e s e n t e v e r y t y p e a n d s ize of co l l ege o r 
u n i v e r s i t y a n d a r e in e v e r y c o n c e i v a b l e s ize 
a n d s h a p e . S o m e a r e l e a f l e t s a l r e a d y 
p u n c h e d so t h a t t h e y m a y be k e p t in a n o t e -
b o o k . A t l e a s t o n e w a s d e s i g n e d t o f i t t h e 
i n s i d e c o a t p o c k e t . T h e y v a r y f r o m a 
s i m p l e m i m e o g r a p h e d s h e e t t o a n e l a b o r a t e 
p r i n t e d b o o k l e t . S o m e a r e i l l u s t r a t e d w i t h 
c a r t o o n s . S o m e l a r g e r u n i v e r s i t i e s issue 
s e p a r a t e p a m p h l e t s f o r t h e i r v a r i o u s d e p a r t -
m e n t a l l i b r a r i e s . M o s t h a n d b o o k s i n c l u d e 
floor p l a n s of t h e l i b r a r y , a n e x p l a n a t i o n of 
t h e c a r d c a t a l o g u s u a l l y a c c o m p a n i e d by 
i l l u s t r a t i o n s of e n t r i e s a n d of p r o p e r l y f i l l ed 
o u t ca l l s l ips, a n e x p l a n a t i o n of t h e c lass i f ica-
t i on s y s t e m in use in t h e p a r t i c u l a r l i b r a r y , 
a br ief r e v i e w of t h e use of t h e m a i n p e r i o d i -
cal i ndexes , a l is t of t h e l i b r a r y r e g u l a t i o n s , 
a n d a t a b l e s h o w i n g t h e h o u r s t h e l i b r a r y 
is r e g u l a r l y o p e n . O c c a s i o n a l f e a t u r e s w e r e 
a l i s t of a i d s o n t h e m e w r i t i n g , a s h o r t 
d i s c o u r s e o n t h e p a r t s of a book , e x a m p l e s 
of c o r r e c t l y s t a t e d b i b l i o g r a p h i e s a n d f o o t -
n o t e s . O n e e v e n i n c l u d e d s o m e exerc i ses 
t o be f i l l ed in t o s h o w t h a t t h e s t u d e n t 
u n d e r s t o o d t h e t e x t . A n o t h e r i n c l u d e d a 
b i b l i o g r a p h y of b o o k s o n u s e f u l s t u d y h a b -
i t s ! W e h a v e a l so r e c e i v e d a b o u t a d o z e n 
f a c u l t y h a n d b o o k s a n d a f e w copies of 
shee ts , f o r m s a n d r e m i n d e r s s e n t t o t h e f a c -
u l t y in c o n n e c t i o n w i t h b o o k b u y i n g . 
Newsletters, Acquisition Lists, 
Staff Bulletins 
T h e n e w s l e t t e r s , a c q u i s i t i o n l is ts , a n d 
s taff b u l l e t i n s w h i c h h a v e r e a c h e d us a p p e a r 
t o be f o r v e r y m u c h t h e s a m e p u r p o s e , so 
w e w i l l d e s c r i b e t h e m t o g e t h e r . W e h a v e 
r e c e i v e d t he se f r o m a g o o d m a n y i n s t i t u -
t i o n s . T h e y a r e u s u a l l y m i m e o g r a p h e d o r 
l i t h o p r i n t e d , a n d r u n in l e n g t h f r o m a 
c o u p l e of p a g e s t o e i g h t o r 10. T h e y a r e 
i s sued q u a r t e r l y , m o n t h l y , w e e k l y , bi-
w e e k l y , o r " w h e n t h e occas ion s e e m s t o ca l l 
f o r o n e . " T h e i r p u r p o s e s e e m s t o be t o 
a c q u a i n t l i b r a r y s ta f f m e m b e r s a n d f a c u l t y 
m e m b e r s w i t h n e w acqu i s i t i ons , e spec ia l ly 
u n u s u a l o r h a r d - t o - g e t i t e m s ; c h a n g e s in 
l i b r a r y r e g u l a t i o n s as t o h o u r s of o p e n i n g , 
c o n d i t i o n s u n d e r w h i c h b o o k s m a y be b o r -
r o w e d ; u n u s u a l o r spec ia l se rv ices w h i c h 
t h e l i b r a r y is p r e p a r e d t o o f f e r ; l i b r a r y s taff 
a p p o i n t m e n t s a n d r e s i g n a t i o n s ; t h e a n -
n o u n c e m e n t of a n e w s e r v i c e ; n o t e s on 
s u b j e c t s of g e n e r a l i n t e r e s t s u c h as t h e 
U n i t e d S t a t e s B o o k E x c h a n g e o r r e c e i p t s 
u n d e r t h e F a r m i n g t o n P l a n ; r e p o r t s b y 
s taff m e m b e r s o n l i b r a r y a s soc i a t i on m e e t -
i n g s o r i n s t i t u t e s a t t e n d e d ; d e s c r i p t i o n s a n d 
a n n o u n c e m e n t s of e x h i b i t s ; r e q u e s t s f o r co-
o p e r a t i o n in t h e c o l l e c t i o n of s choo l 
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" e p h e m e r a " s u c h as p r o g r a m s , h a n d b i l l s , 
e t c . ; s ta f f a s soc i a t i on n e w s . S o m e of t h e 
a c q u i s i t i o n l i s t s a r e a r r a n g e d b y s u b j e c t 
a n d i n c l u d e t h e l i b r a r y c a l l n u m b e r s . I t e m s 
o c c a s i o n a l l y i n c l u d e d in t h e b u l l e t i n s a r e 
s u c h t h i n g s as a n o r g a n i z a t i o n c h a r t of t h e 
l i b r a r y , a n o u t l i n e of p r o c e d u r e f o r s h i f t i n g 
t h e p u b l i c c a t a l o g , l i s t s of v i s i t o r s , d e s c r i p -
t i o n s of o u t s t a n d i n g g i f t s t o t h e l i b r a r y , 
n o t i c e s of n e w f o r m s t o be p u t i n t o use , 
r e q u e s t s f o r f a c u l t y c o o p e r a t i o n in b o o k 
s e l ec t i on p r o c e d u r e s , " t e s t i m o n i a l s " t o ce r -
t a i n s taff m e m b e r s f o r o u t s t a n d i n g w o r k , 
l i s t s of p u b l i c a t i o n s of s ta f f m e m b e r s a n d / 
o r of f a c u l t y m e m b e r s , n o t e s o n m i c r o f i l m 
a c q u i s i t i o n , p u b l i c i t y f o r l i b r a r y r a d i o p r o -
g r a m s , c o m m e n t s o n t h e n e w l i b r a r y s choo l 
c u r r i c u l u m l e a d i n g t o a m a s t e r ' s d e g r e e , 
a n d c o m m e n t o n c e n s o r s h i p in w h a t e v e r 
f o r m i t m a y a p p e a r . I n s o m e i n s t a n c e s 
t h e y h a v e b e e n u s e d f o r s u c h p u r p o s e s as 
p r e s e n t i n g a l i s t of t h e p e r i o d i c a l s a n d 
n e w s p a p e r s a v a i l a b l e in t h e l i b r a r y , a s t a t e -
m e n t of po l i cy w i t h r e g a r d t o t h e c o l l e c t i n g 
of books , a q u e s t i o n n a i r e o n t h e use t o 
w h i c h t h e b u l l e t i n w a s b e i n g p u t ( t h e n e x t 
issue of t h i s p a r t i c u l a r b u l l e t i n s t a t e d t h a t 
t h e r e s p o n s e t o t h e q u e s t i o n n a i r e h a d b e e n 
f a v o r a b l e ) , a c o m p l e t e s t a t e m e n t of r e g u -
l a t i o n s a n d po l i cy r e l a t i n g t o t h e p r o f e s -
s i o n a l l i b r a r y s t a f f . O n e n e w s l e t t e r h a s 
c a r r i e d a ser ies of f a s c i n a t i n g l e t t e r s f r o m 
a l i b r a r i a n d e s c r i b i n g h i s E u r o p e a n t r i p 
a n d h i s e n d e a v o r s w h i l e a b r o a d t o s e c u r e 
u n d e r g r o u n d p u b l i c a t i o n s a n d o t h e r p u b l i -
c a t i o n s of t h e w a r p e r i o d . 
Acquisition Codes 
A f e w l i b r a r i e s h a v e s e n t in t h e i r acqu i s i -
t i o n pol ic ies a n d p r o c e d u r e s s h o w i n g s o u n d 
p l a n n i n g a n d d iv i s ion of r e s p o n s i b i l i t y n o t 
o n l y w i t h t h e d e p a r t m e n t s of t h e u n i v e r s i t y 
b u t w i t h o t h e r i n s t i t u t i o n s as w e l l . 
A udio-V isual 
A f e w i n s t i t u t i o n s h a v e s e n t in t h e i r 
r e c o m m e n d a t i o n s a n d po l ic ies r e g a r d i n g 
a u d i o - v i s u a l m a t e r i a l — t h e i r a c q u i s i t i o n , 
h o u s i n g , use , a n d p r o d u c t i o n . O n e co l l ege 
s e n d s i t s m o n t h l y a u d i o - v i s u a l b u l l e t i n 
w h i c h r e v i e w s a f e w e d u c a t i o n a l films, t e l l s 
w h a t s e rv i ces a r e a v a i l a b l e in i t s a u d i o -
v i s u a l b u r e a u a n d o c c a s i o n a l l y c o m m e n t s on 
t y p e s of e q u i p m e n t . 
Faculty Information 
T h e r e s e e m s t o be a n a t t e m p t o n t h e p a r t 
of m a n y l i b r a r i a n s t o k e e p t h e i r f a c u l t y 
i n f o r m e d . 
1. A n u m b e r of h a n d b o o k s specifically f o r 
f acu l ty . 
2. S t a t e m e n t s on r e se rve shelf p r o c e d u r e s , 
spend ing of a n n u a l book a pp rop r i a t i ons , book 
o r d e r s , etc. 
3. A n occas ional l e t t e r to the f acu l ty . 
Library Publications 
A f e w l i b r a r i e s a r e m a k i n g k n o w n t h e 
w e a l t h of t h e i r c o l l e c t i o n s b y p r e p a r i n g in-
f o r m a t i o n a b o u t t h e i r t r e a s u r e s . T h i s m a -
t e r i a l h a s b e e n r e c e i v e d in book , p a m p h l e t , 
m o n o g r a p h , p e r i o d i c a l a n d m i m e o g r a p h e d 
f o r m . 
Special Surveys and Reports 
S o m e t h a t h a v e b e e n r e c e i v e d a r e : 
1. " A Su rvey of P h o t o g r a p h i c Fac i l i t i e s f o r 
L i b r a r y a n d Scho la r ly P u r p o s e s in C a l i -
f o r n i a , " 1946. 
2. " R e p o r t on a Su rvey of the P r o b l e m s 
of U s i n g and P r o d u c i n g M i c r o f i l m a t L o u i s i -
a n a S t a t e U n i v e r s i t y , " 1945. 
3. " L i b r a r y E x p a n s i o n P r e l i m i n a r y S t a t e -
m e n t of N e e d s , " 1947. 
4. " U n i v e r s i t y of I l l inois L i b r a r y S e n a t e 
C o m m i t t e e on t h e L i b r a r y R e p o r t , " 1946-47. 
5. " N o r t h w e s t e r n ' s R e p o r t on the Su rvey 
of t h e R a r e B o o k Co l l ec t i on , " 1948. 
6. A Survey of the Libraries of Cornell 
University, 1948. 
7. " T h e C o n s e r v a t i o n of N e w s p a p e r R e -
sources in C a l i f o r n i a L i b r a r i e s , " 1947. 
8. " A S u r v e y of the L i b r a r y of t h e A r m e d 
F o r c e s Staff Co l l ege a t N o r f o l k , V a . , " 1948. 
9. A Report on the Mary Reed Library, 
University of Denver, 1947. 
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10. " A Su rvey of the L i b r a r y of N o r t h -
w e s t e r n S t a t e Col lege , N a t c h i t o c h e s , L a . , " 
1947-
11. " T h e L i b r a r y Bu i ld ing S i t ua t i on a t 
L o u i s i a n a S t a t e U n i v e r s i t y , " 1947. 
12. " L i b r a r y ( b u i l d i n g ) Add i t i ons a t U n i -
vers i ty of I l l ino is , " 1948. 
13. " A L i b r a r y P r o g r a m f o r the U n i v e r s i -
d a d N a c i o n a l A u t o n o m a de M e x i c o , " 1948. 
14. " A p p r a i s a l of S tephen F . A u s t i n S t a t e 
Co l l ege L i b r a r y A c c o r d i n g to the S t a n d a r d s of 
the S o u t h e r n Assoc ia t ion of Col leges and Sec-
o n d a r y Schools. . . ," 1947. 
15. " R e p o r t on S t a t u s of the D e p a r t m e n t 
of A r c h i v e s and M a n u s c r i p t s of L o u i s i a n a 
S t a t e U n i v e r s i t y , w i t h R e c o m m e n d a t i o n s , " 
1945-
16. " S o m e C h a n g e s in the O r g a n i z a t i o n of 
the L i b r a r i e s a t C o l u m b i a U n i v e r s i t y , " 1948. 
17. "Specia l R e p o r t f r o m the L i b r a r i a n , and 
the 1948-49 L i b r a r y B u d g e t R e q u e s t of t he 
P u b l i c a t i o n s and L i b r a r y C o m m i t t e e of P a -
cific U n i v e r s i t y , " 1948. 
18. " P r e l i m i n a r y D e t a i l of t he D e v e l o p -
m e n t P r o g r a m f o r R e n s s e l a e r Po ly techn ic I n -
s t i t u t e L i b r a r y , " 1947. 
19. " R u s s e l l Sage Col lege L i b r a r y R e p o r t 
of C o n d i t i o n s , " 1946. 
20. " S u r v e y , S u m m a r y , and B u d g e t R e -
ques t f o r the U p p e r I o w a U n i v e r s i t y L i -
b r a r y , " 1947. 
21. " A S u r v e y R e p o r t of t he U n i v e r s i t y of 
I d a h o L i b r a r y in R e l a t i o n to C o m p a r a b l e 
U n i v e r s i t y L i b r a r i e s , " 1948. 
22. " C o l o r a d o S t a t e A & M Col lege L i -
b r a r y R e o r g a n i z a t i o n P r o p o s a l s , " 1942 ( a n d 
a n u m b e r of s u b s e q u e n t r e p o r t s — t h e l a t e s t 
da t ed A p r i l 1949 ) . 
23. " A C o n s t r u c t i v e P r o g r a m f o r the B a k e r 
L i b r a r y of the H a r v a r d G r a d u a t e School of 
Bus iness A d m i n i s t r a t i o n . " 
Miscellaneous 
W e h a v e r e c e i v e d a n u m b e r of b ib l i og -
r a p h i e s — o n e t e a c h e r s co l l ege g o t o u t a 
m o n t h l y b i b l i o g r a p h y l a s t y e a r l i s t i n g r e c e n t 
m a t e r i a l a v a i l a b l e in t h e i r l i b r a r y , a n o t h e r 
schoo l i ssues o c c a s i o n a l b i b l i o g r a p h i e s o n 
s u b j e c t s t h a t a r e c u r r e n t l y in t h e n e w s . 
W e h a v e a l so r e c e i v e d a f e w e x a m p l e s of 
b i b l i o g r a p h i e s p r e p a r e d in c o n n e c t i o n w i t h 
p a r t i c u l a r cou r se s , s u c h as o n e of r e f e r e n c e 
m a t e r i a l s h e l p f u l f o r g r a d u a t e s t u d e n t s in 
E n g l i s h l i t e r a t u r e , a n o t h e r o n h u n t i n g 
l odges , a m a n u a l of r e f e r e n c e se rv ices in 
e d u c a t i o n , a se l ec t ed l is t of g e n e r a l r e f e r -
e n c e books f o r co l l ege s t u d e n t s , g e n e r a l in -
d e x e s a n d g e n e r a l b i b l i o g r a p h i e s . A f e w 
m o r e e l a b o r a t e b i b l i o g r a p h i e s c o v e r i n g a n 
e n t i r e spec ia l c o l l e c t i o n h a v e a l so been re -
ce ived . 
S e v e r a l l i b r a r i a n s h a v e s e n t u s r e p o r t s 
p r e p a r e d b y t h e m s e l v e s o r by t h e i r l i b r a r y 
b u i l d i n g c o m m i t t e e s s u m m a r i z i n g w h a t t h e y 
be l i eve t o be t h e f e a t u r e s m o s t n e e d e d in 
t h e i r p r o p o s e d l i b r a r y b u i l d i n g s . S e v e r a l 
co l l eges a n d u n i v e r s i t i e s h a v e s e n t u s 
b r o c h u r e s p i c t u r i n g t h e b u i l d i n g s w h i c h 
t h e y n o w h a v e u n d e r w a y . A n d w e h a v e 
r ece ived a f e w p a m p h l e t s a p p a r e n t l y b e i n g 
d i s t r i b u t e d to m a k e w i d e l y k n o w n t h e p a r -
t i c u l a r s c h o o l ' s n e e d f o r a n e w l i b r a r y 
b u i l d i n g . A f e w schoo l s h a v e s e n t u s 
p a m p h l e t s i s sued u p o n t h e occas ion of t h e 
d e d i c a t i o n of a n e w l i b r a r y b u i l d i n g . 
A b o u t a h a l f d o z e n q u i t e r e c e n t s taff 
m a n u a l s h a v e been s en t , a n d p e r h a p s a 
d o z e n i n s t r u c t i o n g u i d e s o r m a n u a l s f o r 
s t u d e n t a s s i s t a n t s in t h e l i b r a r y . 
A n u m b e r of o t h e r i t e m s a r e in t h e files: 
p e r h a p s a h a l f d o z e n o r g a n i z a t i o n c h a r t s ; 
a f e w i n s t r u c t i o n shee t s t o g r a d u a t e s t u -
d e n t s a n d t e a c h e r s o n t h e poss ib i l i ty of 
s e c u r i n g i n t e r l i b r a r y l o a n s ; s t a t e m e n t s of 
p o l i c y of f a c u l t y l i b r a r y c o m m i t t e e s ; a f e w 
b u l l e t i n s d i r e c t e d t o o r g a n i z e d F r i e n d s of 
t h e L i b r a r y g r o u p s a n d s o m e s a m p l e s of 
i n v i t a t i o n s t o j o i n t h e F r i e n d s of t h e L i -
b r a r y ; po l i cy s t a t e m e n t s o n v a r i o u s s u b j e c t s 
s u c h as o w n e r s h i p of books , a c c e p t a n c e of 
g i f t s , d e p a r t m e n t a n d b r a n c h l i b r a r i e s , p r e s -
e r v a t i o n of a r c h i v e s ; spec ia l r e p o r t s a n d 
s e l f - s u r v e y s p o i n t i n g o u t p a r t i c u l a r p r o b -
l e m s a n d s u g g e s t i n g m e a n s of c o r r e c t i n g 
t h e m , a n d o f t e n s u g g e s t i n g a c o l l e c t i n g 
po l i cy f o r t h e schoo l in q u e s t i o n ; a n u m b e r 
of l o n g - t e r m p l a n n i n g a n d s u r v e y r e p o r t s ; 
a m e m o r a n d u m s e t t i n g u p a n i n v e n t o r y 
c o m m i t t e e f o r t h e l i b r a r y a n d g i v i n g a n 
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o u t l i n e of t h e s t eps it s h o u l d t a k e in s e t t i n g 
u p i n v e n t o r y p r o c e d u r e ; b l a n k s f o r s u c h 
t h i n g s as s taff m o n t h l y t i m e s h e e t s , a n d c i r c u -
l a t i o n , r e f e r e n c e , a n d f i ne s r e c o r d s ; s t a t e -
m e n t s of a c q u i s i t i o n pol ic ies in s e v e r a l 
l i b r a r i e s ; a s t a t e m e n t of t h e c o o p e r a t i v e co l -
l e c t i n g po l i cy b e t w e e n t w o l a r g e l i b r a r i e s 
l o c a t e d in t h e s a m e i m m e d i a t e v i c i n i t y ; t h e 
o c c a s i o n a l l e t t e r t o t h e f a c u l t y i s sued b y o n e 
l i b r a r i a n ; n o t e s o n c o o p e r a t i o n i s sued b y 
o n e of t h e co l l eges b e l o n g i n g to a r e g i o n a l 
c o m m i t t e e o n c o o p e r a t i o n ; a f e w i t e m s u s e d 
in c o u r s e s i n s t r u c t i n g s t u d e n t s in t h e use 
of t h e l i b r a r y ; s t a t e m e n t s t o t h e f a c u l t y o n 
b o o k b u d g e t ; a l l o t m e n t s of l i b r a r y f u n d s ; 
f u n c t i o n s of a n d r e p o r t s of f a c u l t y l i b r a r y 
c o m m i t t e e s ; i n t e r - o f f i c e c o r r e s p o n d e n c e ; 
s a l a r y s c h e d u l e s . 
Unusual Items 
P e r h a p s a l so i t m i g h t be of i n t e r e s t t o 
m e n t i o n a f e w of t h e u n u s u a l o r " d i f f e r e n t " 
i t e m s t h a t h a v e c o m e in , s u c h as t h e f o l -
l o w i n g : 
N o r t h w e s t e r n ' s n i n e - p a g e m i m e o g r a p h e d 
s t a t e m e n t o n Opportunities for Giving to 
the Libraries at Northwestern University; 
U n i v e r s i t y of D e n v e r ' s l i s t of L i b r a r y r e p -
r e s e n t a t i v e s in f a c u l t y d e p a r t m e n t s ; B r o o k -
l y n C o l l e g e ' s Open Letter from the Head 
of the Circulation Division to the Students 
at the Main Desk; W e s t V i r g i n i a L i b r a r y 
A s s o c i a t i o n ' s College Library Newsletter; 
U n i v e r s i t y of C a l i f o r n i a a t L o s A n g e l e s ' 
Branch Library Code; D r a k e ' s p r i n t e d l i s t 
of s ta f f m e e t i n g s a n d t h e i r t op i c s f o r t h e 
y e a r ; U n i v e r s i t y of A r k a n s a s ' Searching 
Manual; a n d t h e M a s s a c h u s e t t s I n s t i t u t e 
of T e c h n o l o g y ' s L i b r a r y A n n u a l . 
S o m e l i b r a r i a n s h a v e b e e n m o s t g e n e r o u s , 
a n d t h e i r e f f o r t s in s e n d i n g t h i s m a t e r i a l 
a r e a p p r e c i a t e d . H o w e v e r , w e s h o u l d l i k e 
t o r ece ive a l o t m o r e f r o m m o s t of y o u . S o 
t h a t y o u w i l l h a v e a b e t t e r i d e a as t o w h a t 
s o m e l i b r a r i e s a r e s e n d i n g us , I s h o u l d l i ke 
t o l i s t h e r e as g o o d e x a m p l e s t h e i t e m s re -
ce ived f r o m t w o d i f f e r e n t t ypes of l i b r a r i e s . 
B r o o k l y n C o l l e g e h a s s e n t u s : a n n u a l 
r e p o r t of t h e l i b r a r i a n ; l i b r a r y h a n d b o o k 
f o r s t u d e n t s ; l i b r a r y h a n d b o o k f o r t h e f a c -
u l t y ; Recent Accessions and Library News; 
Audio-Visual Bulletin; F r i e n d s of t h e L i -
b r a r y m a t e r i a l ; b i b l i o g r a p h i e s o n 17 d i f f e r -
e n t s u b j e c t s r a n g i n g f r o m " W h a t ' s W r o n g 
w i t h t h e A m e r i c a n R a d i o " o n t w o m i m e o -
g r a p h e d p a g e s t o a 2 0 - p a g e p a m p h l e t o n a 
s e l ec t ed l is t of g e n e r a l r e f e r e n c e b o o k s f o r 
c o l l e g e s t u d e n t s ; 3 8 d i f f e r e n t p r i n t e d o r 
m i m e o g r a p h e d f o r m s of a l l t ypes , s u c h as a 
shee t f o r t h e f a c u l t y t o use w h e n r e q u e s t i n g 
b o o k s t o g o o n r e s e r v e , i n s t r u c t i o n t o b o o k 
d e a l e r s , s t a t i s t i c s r e p o r t shee t s , o v e r d u e 
no t i ce s , d u p l i c a t e o r d e r s l ips , a n d p r o b l e m s 
o n t h e u se of t h e l i b r a r y ; F u n c t i o n of 
D e p a r t m e n t a l L i b r a r y C o m m i t t e e ; in -
f o r m a t i o n o n use of e x h i b i t c a s e s ; o u t l i n e 
of o r i e n t a t i o n t o u r . 
B a k e r L i b r a r y , H a r v a r d G r a d u a t e 
S c h o o l of B u s i n e s s A d m i n i s t r a t i o n , h a s s e n t : 
a n n u a l r e p o r t of t h e l i b r a r i a n ; a g u i d e t o 
B a k e r L i b r a r y ; The Growth of the Baker 
Library; The Baker Library as a National 
Research Institution; A Constructive Pro-
gram for the Baker Library; List of Busi-
ness Manuscripts in Baker Library; a 
c lass i f ied l i s t of i n d u s t r i e s ; a c lass i f i ed l i s t 
of t h e g e o g r a p h i c a l a n d po l i t i c a l d i v i s i o n s of 
t h e E a r t h ' s s u r f a c e ; Adam Smith and the 
"Wealth of Nations"; The Business School 
Library and Its Setting; B a k e r L i b r a r y 
G r a d u a t e S c h o o l of B u s i n e s s A d m i n i s t r a -
t i o n R e f e r e n c e L i s t s ; Business Biographies 
and Company Histories; The Kress Library 
of Business and Economics; The Vander-
blue Memorial Collection of Smithiana; 
The Pioneer Period of European Rail-
roads; An Essay on the Proper Method for 
Forming the Man of Business: 1716; The 
Kress Library of Business and Econotnics 
Catalogue. 
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